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INSTRUCTIONS TO OFFERORS

The following items MUST be included in the response to be considered responsive.

Failure to include any of these items may result in a nonresponsive determination.

Signed Cover Sheet.

Signed Addenda (if appropriate).

Address all mandatory requirements (per Section 1.5.3)

Point-by-Point response to all sections and subsections (per Section 1.6.1).

Response to Appendix A (per Section 3).
Complete answers to all requirements of Sections 3, 4, and 5.

Correctly executed State of Montana “Affidavit for Trade Secret Confidentiality” form if claiming information to be confidential or proprietary (per Section 2.2).

SCHEDULE OF EVENTS

EVENT 
DATE
RFP Issue Date....................................................................... 
February 28, 2008
Deadline for Receipt of Written Questions..................................
March 11, 2008
Deadline for Posting of Written Responses to the State’s Website .... 
March 19, 2008
RFP Response Due Date..................................................................
April 2, 2008
Notification of Offeror Interviews/Product Demonstrations........... 
April 11, 2008
Offeror Interviews/Product Demonstrations.................................. 
April 14, 2008
Intended Date for Contract Award.................................................. 
April 22, 2008

SECTION 1:  PROJECT OVERVIEW AND INSTRUCTIONS
1.0
PROJECT OVERVIEW

Montana State University, (hereinafter referred to as “the University” is seeking an e-mail and calendaring Solution to meet the communication and scheduling needs of the students on four campuses in Bozeman, Havre, Billings, and Great Falls, Montana.  In this RFP, MSU refers to the system of all 4 campuses. In the event that an individual campus needs to be specified or identified, it will be mentioned by name.

A more complete description of the supplies and/or services sought for this project is provided in Section 3, Scope of Project.  Proposals submitted in response to this solicitation must comply with the instructions and procedures contained herein.

1.1
CONTRACT TERM

The contract term is for a period of three (3) years beginning on the Effective Date of the Agreement.  Renewals of this Contract, by mutual agreement of both parties, may be made at one -year intervals, or any interval that is advantageous to the University.  This contract, including any renewals, may not exceed a total contract term of ten (10) years, at the option of the University.

1.2
SINGLE POINT OF CONTACT

From the date this Request for Proposal (RFP) is issued until an Offeror is selected and the selection is announced by the procurement officer, Offerors are not allowed to communicate with any University staff or officials regarding this procurement, except at the direction of Shawna R. Lanphear, the procurement officer in charge of the solicitation.  Any unauthorized contact may disqualify the Offeror from further consideration. Contact information for the single point of contact is as follows:

Procurement Officer: Shawna R. Lanphear

Montana State University-Bozeman

Purchasing Department
Address:  104 Montana Hall

PO Box 172600

Bozeman, MT  59717-2600

Telephone Number: (406) 994-3211

Fax Number: (406) 994-3000

E-mail Address: slanphear@montana.edu

1.3
REQUIRED REVIEW


1.3.1
Review RFP.  Offerors should carefully review the instructions; mandatory requirements, specifications, standard terms and conditions, and contract set out in this RFP and promptly notify the procurement officer identified above in writing or via e-mail of any ambiguity, inconsistency, unduly restrictive specifications, or error which they discover upon examination of this RFP.  This should include any terms or requirements within the RFP that either preclude the Offeror from responding to the RFP or add unnecessary cost.  This notification must be accompanied by an explanation and suggested modification and be received by the deadline for receipt of written or e-mailed inquiries set forth below.  The University will make any final determination of changes to the RFP. 


1.3.2
Form of Questions.  Offerors with questions or requiring clarification or interpretation of any section within this RFP must address these questions in writing or via e-mail to the procurement officer referenced above on or before the date specified for the “Deadline for Receipt of Written Questions” in the Schedule of Events.  Each question must provide clear reference to the section, page, and item in question. Questions received after the deadline may not be considered.


1.3.3
University’s Response.  The University will provide an official written response by the date specified for “Deadline for Posting Written Responses to the State’s Website” in the Schedule of Events to all questions received by the date specified for “Deadline for Receipt of Written Questions” in the Schedule of Events.  The University’s response will be by formal written addendum.  Any other form of interpretation, correction, or change to this RFP will not be binding upon the University.  Any formal written addendum will be posted on the University’s website alongside the posting of the RFP at http://www.gsd.mt.gov/osbs/default.asp by the close of business on the date listed.  Offerors must sign and return with their RFP response an Acknowledgment of Addendum for any addendum issued. 
1.5
general requirements


1.5.1
Acceptance of Standard Terms and Conditions/Contract.  By submitting a response to this RFP, Offeror agrees to accept the contract as set out in Appendix A of this RFP.  Much of the language included in the standard terms and conditions and contract reflects requirements of Montana law.  Requests for additions or exceptions to the standard terms and conditions, contract terms, including any necessary licenses, or any added provisions must be submitted to the procurement officer referenced above by the date for receipt of written/e-mailed questions.  Any request must be accompanied by an explanation of why the exception is being sought and what specific effect it will have on the Offeror’s ability to respond to the RFP or perform the contract.  The University reserves the right to address non-material requests for exceptions with the highest scoring Offeror during contract negotiation.  Any material exceptions requested and granted to the standard terms and conditions and contract language will be addressed in any formal written addendum issued for this RFP and will apply to all Offerors submitting a response to this RFP.  The University will make any final determination of changes to the standard terms and conditions and/or contract. 


1.5.2
Resulting Contract.  This RFP and any addenda, the Offeror’s RFP response, including any amendments, a best and final offer, and any clarification question responses shall be included in any resulting contract.  The University’s contract, attached as Appendix A, contains the contract terms and conditions which will form the basis of any contract between the University and the highest scoring Offeror. In the event of a dispute as to the duties and responsibilities of the parties under this Contract, the contract, along with any attachments prepared by the University, will govern in the same order of precedence as listed in the contract. 


1.5.3
Mandatory Requirements.  To be eligible for consideration, an Offeror must meet the intent of all mandatory requirements as listed in Sections 3.0.2.1 and 3.1.2.1.  The University will determine whether an Offeror’s RFP response complies with the intent of the requirements.  RFP responses that do not meet the full intent of all requirements listed in this RFP may be subject to point reductions during the evaluation process or may be deemed non-responsive.

1.5.4
Understanding of Specifications and Requirements.  By submitting a response to this RFP, Offeror agrees to an understanding of and compliance with the specifications and requirements described in this RFP.

1.5.5
Prime Contractor/Subcontractors.  The highest scoring Offeror will be the prime contractor if a contract is awarded and shall be responsible, in total, for all work of any subcontractors.  All subcontractors, if any, must be listed in the proposal. The University reserves the right to approve all subcontractors.  The Contractor shall be responsible to the University for the acts and omissions of all subcontractors or agents and of persons directly or indirectly employed by such subcontractors, and for the acts and omissions of persons employed directly by the Contractor.  Further, nothing contained within this document or any contract documents created as a result of any contract awards derived from this RFP shall create any contractual relationships between any subcontractor and the University.


1.5.6
Offeror’s Signature.  The proposals must be signed in ink by an individual authorized to legally bind the business submitting the proposal.  The Offeror’s signature on a proposal in response to this RFP guarantees that the offer has been established without collusion and without effort to preclude the MSU from obtaining the best possible supply or service.  Proof of authority of the person signing the RFP response must be furnished upon request.


1.5.7
Offer in Effect for 120 Days.  A proposal may not be modified, withdrawn or canceled by the Offeror for a 120-day period following the deadline for proposal submission as defined in the Schedule of Events, or receipt of best and final offer, if required, and Offeror so agrees in submitting the proposal.

1.6
Submitting a PrOPOSAL


1.6.1
Organization of Proposal.  Offerors must organize their proposal into sections that follow the format of this RFP, with tabs separating each section.  A point-by-point response to all numbered sections, subsections, and appendices is required. If no explanation or clarification is required in the Offeror’s response to a specific subsection, the Offeror shall indicate so in the point-by-point response or utilize a blanket response for the entire section with the following statement:

“(Offeror’s Name)” understands and will comply.

An Offeror making the statement “Refer to our literature…” or “Please see www…….com” may be deemed nonresponsive or receive point deductions. If making reference to materials located in another section of the RFP response, specific page numbers and sections must be noted. The Evaluator/Evaluation Committee is not required to search through literature or another section of the proposal to find a response.

1.6.2
Failure to Comply with Instructions.  Offerors failing to comply with these instructions may be subject to point deductions.  The University may also choose to not evaluate, may deem non-responsive, and/or may disqualify from further consideration any proposals that do not follow this RFP format, are difficult to understand, are difficult to read, or are missing any requested information.


1.6.3
Multiple Proposals.  Offerors may, at their option, submit multiple proposals, in which case each proposal shall be evaluated as a separate document.

1.6.4
Copies Required and Deadline for Receipt of Proposals.  Offerors must submit one original proposal and 6 copies to the University.  In addition, Offerors must submit one electronic copy of the proposal, preferably in PDF format, on compact disk.  Offerors unable to provide an electronic copy of the proposal in PDF format must provide it in Word or text format. Proposals must be sealed and labeled on the outside of the package to clearly indicate that they are in response to RFP 08-10.  Proposals must be received at the receptionist’s desk of the MSU, Purchasing Department at prior to 2:00 p.m., Bozeman, Montana local time, April2, 2008.  Facsimile responses to requests for proposals are ONLY accepted on an exception basis with prior approval of the procurement officer.
1.6.5
Late Proposals.  Regardless of cause, late proposals will not be accepted and will automatically be disqualified from further consideration.  It shall be the Offeror’s sole risk to assure delivery at the receptionist's desk at the designated office by the designated time.  Late proposals will not be opened and may be returned to the Offeror at the expense of the Offeror or destroyed if requested.

1.7
COST OF PREPARING A PROPOSAL


1.7.1
University Not Responsible for Preparation Costs.  The costs for developing and delivering responses to this RFP and any subsequent presentations of the proposal as requested by the University are entirely the responsibility of the Offeror.  The University is not liable for any expense incurred by the Offeror in the preparation and presentation of their proposal or any other costs incurred by the Offeror prior to execution of a contract.


1.7.2
All Timely Submitted Materials Become University Property.  All materials submitted in response to this RFP become the property of the University and are to be appended to any formal documentation, which would further define or expand any contractual relationship between the University and Offeror resulting from this RFP process.

SECTION 2:  RFP STANDARD INFORMATION

2.0
AUTHORITY

This RFP is issued under the authority of section 18-4-304, MCA (Montana Code Annotated) and ARM 2.5.602 (Administrative Rules of Montana).  The RFP process is a procurement option allowing the award to be based on stated evaluation criteria.  The RFP states the relative importance of all evaluation criteria.  Only the evaluation criteria outlined in this RFP will be used.

2.1
Offeror Competition 
The University encourages free and open competition among Offerors. Whenever possible, the University will design specifications, proposal requests, and conditions to accomplish this objective, consistent with the necessity to satisfy the University’s need to procure technically sound, cost-effective services and supplies.

2.2
Receipt of Proposals and Public Inspection

2.2.1
Public Information.  All information received in response to this RFP, including copyrighted material, is deemed public information and will be made available for public viewing and copying shortly after the time for receipt of proposals has passed with the following three exceptions: (1) bona fide trade secrets meeting the requirements of the Uniform Trade Secrets Act, Title 30, chapter 14, part 4, MCA, that have been properly marked, separated, and documented; (2) matters involving individual safety as determined by the University; (3) other constitutional protections.  See section 18-4-304, MCA.  The University will make a copier available for interested parties to use at $0.10 per page.  The interested party is responsible for the cost of copies and to provide personnel to do the copying.

2.2.2
Procurement Officer Review of Proposals.  Upon opening the proposals received in response to this RFP, the procurement officer in charge of the solicitation will review the proposals and separate out any information that meets the referenced exceptions in Section 2.2.1 above, providing the following conditions have been met:

· Confidential information is clearly marked and separated from the rest of the proposal.

· The proposal does not contain confidential material in the cost or price section.

· An affidavit from an Offeror’s legal counsel attesting to and explaining the validity of the trade secret claim as set out in Title 30, chapter 14, part 4, MCA, is attached to each proposal containing trade secrets. Counsel must use the State of Montana “Affidavit for Trade Secret Confidentiality” form in requesting the trade secret claim.  This affidavit form is available on the General Services Division’s website at: http://gsd.mt.gov/procurement/forms.asp or by calling (406) 994-3211.

Information separated out under this process will be available for review only by the procurement officer, the evaluator/evaluation committee members, and limited other designees.  Offerors must be prepared to pay all legal costs and fees associated with defending a claim for confidentiality in the event of a “right to know” (open records) request from another party.

2.3
CLASSIFICATION AND EVALUATION OF PROPOSALS

2.3.1
Initial Classification of Proposals as Responsive or Nonresponsive.  All proposals will initially be classified as either “responsive” or “nonresponsive,” in accordance with ARM 2.5.602.  Proposals may be found nonresponsive at any time during the procurement process if any of the required information is not provided; the submitted price is found to be excessive or inadequate as measured by criteria stated in the RFP; or the proposal is not within the plans and specifications described and required in the RFP.  If a proposal is found to be nonresponsive, it will not be considered further.

2.3.2
Determination of Responsibility.  The procurement officer will determine whether an Offeror has met the standards of responsibility in accordance with ARM 2.5.407.  Such a determination may be made at any time during the procurement process if information surfaces that would result in a determination of nonresponsibility.  If an Offeror is found nonresponsible, the determination must be in writing, made a part of the procurement file and mailed to the affected Offeror.

2.3.3
Evaluation of Proposals.  An evaluator/evaluation committee will evaluate the remaining proposals and recommend whether to award the contract to the highest scoring Offeror or, if necessary, to seek discussion/negotiation or a best and final offer in order to determine the highest scoring Offeror.  All responsive proposals will be evaluated based on stated evaluation criteria. In scoring against stated criteria, the University may consider such factors as accepted industry standards and a comparative evaluation of all other qualified RFP responses in terms of differing price, quality, and contractual factors.  These scores will be used to determine the most advantageous offering to the University. If an evaluation committee meets to deliberate and evaluate the proposals, the public may attend and observe the evaluation committee deliberations.

2.3.4
Completeness of Proposals.  Selection and award will be based on the Offeror’s proposal and other items outlined in this RFP. Submitted responses may not include references to information located elsewhere, such as Internet websites or libraries, unless specifically requested.  Information or materials presented by Offerors outside the formal response or subsequent discussion/negotiation or “best and final offer,” if requested, will not be considered, will have no bearing on any award, and may result in the Offeror being disqualified from further consideration.

2.3.5
Achieve Passing Score. Any proposal that fails to achieve 60% of the total available points for Phase One; Phase Two or cumulative Total points will be eliminated from further consideration.  A "fail" for any individual evaluation criteria may result in proposal disqualification at the discretion of the procurement officer.

2.3.6
Opportunity for Discussion/Negotiation and/or Oral Presentation/Product Demonstration. After receipt of all proposals and prior to the determination of the award, the University may initiate discussions with one or more Offerors should clarification or negotiation be necessary.  Offerors may also be required to make an oral presentation and/or product demonstration to clarify their RFP response or to further define their offer. In either case, Offerors should be prepared to send qualified personnel to Bozeman, Montana, to discuss technical and contractual aspects of the proposal.  Oral presentations and product demonstrations, if requested, shall be at the Offeror’s expense. 

2.3.7
Best and Final Offer. The “Best and Final Offer” is an option available to the University under the RFP process, which permits the University to request a “best and final offer” from one or more Offerors if additional information is required to make a final decision.  Offerors may be contacted asking that they submit their “best and final offer,” which must include any and all discussed and/or negotiated changes.  The University reserves the right to request a “best and final offer” for this RFP, if any, based on price/cost alone.

2.3.8
Evaluator/Evaluation Committee Recommendation for Contract Award.  The evaluator/evaluation committee will provide a written recommendation for contract award to the procurement officer that contains the scores, justification and rationale for the decision.  The procurement officer will review the recommendation to ensure its compliance with the RFP process and criteria before concurring in the evaluator's/evaluation committee’s recommendation of the responsive and responsible Offeror that achieves the highest score and is, therefore, the most advantageous to the University.

2.3.9
Request for Documents Notice.  Upon concurrence with the evaluator's/ evaluation committee's recommendation, the procurement officer will issue a “Request for Documents Notice” to the highest scoring Offeror to obtain the required documents/information, such as insurance documents, contract performance security, an electronic copy of any requested material, i.e., RFP response, response to clarification questions, and/or best and final offer, and any other necessary documents.  Receipt of the “Request for Documents Notice” does not constitute a contract and no work may begin until a contract signed by all parties is in place.  The procurement officer will notify all other Offerors of the University’s selection.

2.3.10
Contract Execution.  Upon receipt of all required materials requested in the “Request for Documents Notice," a formal Contract utilizing the Contract attached as Appendix A, as well as the highest scoring Offeror's response to the RFP, will be provided to the highest scoring Offeror for signature.  The highest scoring Offeror will be expected to accept and agree to all material requirements contained in the Contract and set out in Appendix A of this RFP.  If the highest scoring Offeror does not accept all material requirements, the University may move to the next highest scoring Offeror, or cancel the RFP.  Work under the Contract may begin when the Contract is fully executed, i.e., when the Contract is signed by all parties.

2.4
UNIVERSITY’S RIGHTS RESERVED
While the University has every intention to award a contract as a result of this RFP, issuance of the RFP in no way constitutes a commitment by the State of Montana to award and execute a contract.  Upon a determination such actions would be in its best interest, the University, in its sole discretion, reserves the right to:

· cancel or terminate this RFP (Mont. Code Ann. § 18-4-307, MCA);

· reject any or all proposals received in response to this RFP (ARM 2.5.602);

· waive any undesirable, inconsequential, or inconsistent provisions of this RFP which would not have significant impact on any proposal (ARM 2.5.505);

· not award if it is in the best interest of the University not to proceed with contract execution (ARM 2.5.602); or

· if awarded, terminate any contract if the University determines adequate University funds are not available (Mont. Code Ann. § 18-4-313). 

2.5
DEBARMENT
The Offeror certifies that by submitting this proposal neither it nor its principals are presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this transaction (contract) by any governmental department or agency.  If the Offeror cannot certify this statement, attach a written explanation for review by the University.

2.6
FAILURE TO HONOR PROPOSAL

If an Offeror to whom a contract is awarded refuses to accept the award (PO/contract) or, fails to deliver in accordance with the contract terms and conditions, the University may, at its discretion, suspend the Offeror for a period of time from entering into to any contracts with the University.

2.7
DISABILITY ACCOMMODATIONS
The State of Montana does not discriminate on the basis of disability in the admission to, access to, or operations of its programs, services, or activities.  Individuals, who need aids, alternative document formats, or services for effective communications or other disability-related accommodations in the programs and services offered, are invited to make their needs and preferences known to this office.  Interested parties should provide as much advance notice as possible.

2.8
REGISTRATION WITH THE SECRETARY OF STATE

Any business intending to transact business in Montana must register with the Secretary of State. Businesses that are incorporated in another state or country, but which are conducting activity in Montana, must determine whether they are transacting business in Montana in accordance with sections 35-1-1026 and 35-8-1001, MCA.  Such businesses may want to obtain the guidance of their attorney or accountant to determine whether their activity is considered transacting business.

2.9
RECIPROCAL PREFERENCE

The State of Montana applies a reciprocal preference against a vendor submitting a bid from a state or country that grants a residency preference to its resident businesses.  A reciprocal preference is only applied to an Invitation for Bid for supplies or an invitation for bid for non-construction services for public works as defined in section 18-2-401(9), MCA, and then only if federal funds are not involved.  For a list of states that grant resident preference, see http://www.mt.gov/doa/gsd/procurement/reciprocalpreference.asp.

2.10
TECHNOLOGY ACCESS FOR BLIND OR VISUALLY IMPAIRED

Contractor acknowledges that no state funds may be expended for the purchase of information technology equipment and software for use by employees, program participants, or members of the public unless it provides blind or visually impaired individuals with access, including interactive use of the equipment and services that is equivalent to that provided to individuals who are not blind or visually impaired.  (MCA § 18-5-603.)  Contact the State Procurement Bureau at (406) 444-2575 for more information concerning nonvisual access standards.

2.11
ALTERATION OF SOLICITATION DOCUMENT

In the event of inconsistencies or contradictions between language contained in the University’s solicitation document and a vendor's response, the language contained in the University's original solicitation document will prevail.  Intentional manipulation and/or alteration of solicitation document language will result in the Offeror’s disqualification and possible debarment.

SECTION 3:  SCOPE OF PROJECT

3.0 OVERVIEW

3.0.1
University Background.  

Montana is a largely rural western state, 49th in population. Most of Montana’s higher education system is coordinated through the Regents of the Montana University System (MUS), which manage two major research and doctoral degree-granting institutions, and a number of 2 and 4 year institutions (offering Associate through Masters degrees). In addition, Montana has an extensive native American tribal college system serving students on seven reservations in the state.  Within the MUS, the Montana State University system is comprised of MSU-Bozeman, which is the doctoral/research institution, and MSU-Billings, MSU-Great Falls College of Technology, and MSU-Northern, which offer associate, bachelors and masters degrees.

The Montana State University system of campuses seeks an e-mail and calendaring Solution to support the electronic communication needs of the university and students in the four-campus system.  Currently, the campuses utilize one officially supported e-mail and calendaring Solution for students – the Netscape iPlanet Message and Calendar Server Version 4.5. The e-mail and calendaring systems are used to support electronic communication between the students, faculty and administration and to support scheduling and organizational needs among the various students, classes and student groups on the various campuses.

The purpose of this RFP is to identify a Solution that could be deployed for all four campuses.  MSU is also evaluating open source products during the RFP period and reserves the right to pursue open source in lieu of an award under this RFP.  The objective is an e-mail and calendaring Solution that will integrate well with existing ERP infrastructure, student systems, learning management systems and departmental systems.


3.0.2
General Specifications & Project Description

The general specifications of the e-mail and calendaring solution (“Solution”) and its implementation (“Project”) include user and administrative tools that enable the use of e-mail and calendaring by any student in the MUS system.  Detailed descriptions for particular specifications are stated in the following sections.  Successful Solutions must provide the following core requirements:


3.0.2.1
Mandatory Requirements

In broad terms, the project includes:


The identification and selection of a preferred e-mail and calendaring solution and system components through this RFP process. For each instance of the application:

· Installation and testing of all required server and application hardware and software components.

· Implementation and testing of integration components, particularly for creating e-mail accounts and creating/destroying calendars, and authentication integration.

· Export of existing e-mail accounts and calendars.

· Testing and initial migration/import of existing e-mail accounts and calendars to new service.

· The Solution includes the ability for users to retrieve and/or reset their credentials without intervention by any MSU human resources. 

· The Solution includes tools that support the user, the administrators, and middleware developers to enable the use of e-mail and calendaring.

· The Solution provides documentation and/or tools to enable the migration of existing e-mail and calendars from the existing Solution.

· The Solution accommodates a wide range of client access including from the MSU Portal (including uPortal and others), from user client software, and through a web interface.

· The Solution provides 2.0+GB of storage per user.

· The Solution provides 99.9% accessibility for users.

· The Solution must be configurable to allow secure authentication against an External Authentication System.

· The Solution provides application programming interfaces (API’s) for middleware integration with existing campus resources such as the MSU Portal and the MSU LMS.

· The Solution is standards-based providing integration and access through industry standard specifications including (for e-mail) IMAP (version 4) and POP, and (for calendaring) iCalendar, iTIP, iMIP, and CalDAV (and other specifications endorsed by the CalConnect Consortium) 

· The Solution is secure offering secure access protocols for authentication, password resetting, and client access (e.g. APOP, SSL)

· The Solution includes effective, usable spam/virus filtering, quarantining and provide user review.

· A twelve (12) month warranty must be provided and the details of what it includes specified.

· The solution license is perpetual unless otherwise noted by Offeror.


3.0.3
Background: Existing Premise Hardware/Services
3.0.3.1
Hardware Purchasing  

In the event of the selection of an institution-hosted implementation, MSU shall be responsible for the purchase of all hardware systems.
3.0.3.2
Current Enterprise Systems description:

MSU is a Sungard Higher Education multi-institution Banner implementation using Sungard VPD and Oracle Fine Grained Access Control. It is a multi-institution environment with each institution having their own academic policies, calendar, procedures, etc.

Version info:

Banner 7, Banner 8 by Summer 2009

Oracle 10g Release2 (10.2.0.2.2)
Luminis 3.3.3.84 currently, Luminis 4 by January 2009 (this corresponds to uPortal 2.5.3)

3.0.3.3
Current MUS E-mail and Calendaring Environments

The MSU campuses have recently consolidated e-mail and calendaring through the Luminis III portal provided by Sungard Higher Education. 

The current system is operating using iPlanet Messaging and Calendaring Services, version 4.5.


3.0.3.4
Project Participants 
Campus








Enrollment FTE 
Montana State University - Bozeman 




10,442.6

Montana State University – Billings and College of Technology

3.914.7 





Montana State University - Northern





1,136.4

Montana State University - Great Falls College of Technology

1,135.1

Data From IPEDS - http://nces.ed.gov/datatools/

IPEDS defines FTE as “A measurement equal to one student enrolled full time for one academic year. Total FTE enrollment includes full time plus the calculated equivalent of the part-time enrollment.”

Source: http://nces.ed.gov/ipeds/glossary/index.asp?id=199, accessed September 2007

Responses for Section 3 that simply state the Offeror “understands and will comply” may not be awarded full points for the requirement.  Montana State University is looking for a response describing exactly how the Offeror will meet the requirement.

3.1
FUNCTIONAL & TECHNICAL REQUIREMENTS 

Offeror shall provide detailed information on how its proposed e-mail and calendaring Solution meets or performs each requirement below.  Each point should be discussed in detail and examples provided in the Offeror response.  If Offeror’s Solution does not have the specific capabilities as required, provide a detailed explanation providing sufficient information to ascertain if the requirements may be otherwise met.  Any unique capabilities or quantities that Offeror’s Solution possesses that are not addressed in the Requirements should be discussed in detail.

Literature

Offeror must include with its response all pertinent promotional and informational literature produced for the purpose of marketing its e-mail and calendaring Solution or providing informational resources to current and potential customers.

Operational Scenarios

Currently, MSU-Bozeman hosts a single e-mail and calendaring Solution Bozeman, Billings, Northern, and Great Falls campuses. Offeror is required to address the following three operational scenarios, both from an institution-hosted and an Offeror-hosted perspective:

Scenario 1 assumes all four campuses will continue to use a single “e-mail domain” exactly as it is done now using <address>@myportal.montana.edu.

Scenario 2 assumes the four campuses (Bozeman, Billings, Great Falls, and Northern) will use individual “e-mail domains”.

Scenario 3 assumes all four campuses use a single “e-mail domain” that represents the Montana State University System (for example: <address>@myportal.montana.edu) which provides aliasing to four individual “e-mail domains”, one for each of the four campuses (Bozeman, Billings, Great Falls, and Northern).

In the proposal section of this RFP these scenarios are broken out as follows:

Scenario 1: One e-mail and calendaring Solution for all four campuses, using a single e-mail domain (for example, myportal.montana.edu)


Scenario 2: Four e-mail and calendaring Solutions operated at Bozeman, one for each of the individual e-mail domains. 


Scenario 3: Four e-mail and calendaring Solutions operated at Bozeman, one for each of the individual e-mail domains, plus an additional aliasing domain, providing a single e-mail domain for all four campuses.

See Section 6.1 Evaluation Criteria for explanation of scoring Institution-hosted and Offeror-hosted scenarios

Technical Specifications

3.1.1
Explanation of scoring grid - Technical Specifications Response Form 

For Section 3.1.2 E-mail and Calendaring Requirements, 3.1.3 Security, and 3.1.4 Functional and Technical Narratives:

MSU will use a scoring grid for evaluating Section 3 as set forth in Appendix A (which includes a Technical Specifications Response form and an Explanation page).  References in the response form correspond to specific section numbers. The Offeror’s response must refer to the specific sections indicated in the scoring grid.

3.1.2
E-mail and Calendaring Requirements - Overview

Identify which of the following e-mail and calendaring features (User Tools and Support Tools) are available with the proposed Solution and briefly describe how each is implemented in the proposed e-mail and calendaring Solution.

3.1.2.1
General Requirements 

3.1.2.1.1.  Accessibility Compliance 
Accessibility compliance means meeting the standards that allow people with disabilities to access information online. Persons with disabilities (e.g., the blind) use a device to “read” the screen.  Accessibility for persons with disabilities entails providing for a version that can be processed by a screen reader such as Job Access with Speech (JAWS) for Windows – from Freedom Scientific. Many screen readers have difficulty rendering frames, tables, and images (without alt text tags).  The practical accessibility difficulties are compounded by the fact that many persons with disabilities do not have the recent equipment and software. 

Offeror must respond to: Functional Requirements Narrative, Section 3.1.4.1.1 - Accessibility

3.1.2.1.2.  Standards Compliance

E-Mail and Calendaring standards compliance concerns how well a product or system conforms to open, interoperable standards for e-mail and calendaring systems that affect the usability and possibility and complexity of integrating the Solution into existing infrastructure. There are several standards and proposed standards for e-mail and calendaring, the most prominent e-mail standards are those endorsed by the Internet Engineering Task Force (www.ietf.org), with the CalConnect Consortium (www.calconnect.org) providing supplemental standards support specifically for calendaring.

Offeror must respond to: Technical and Architecture Requirements Narrative, Section 3.1.4.2.8 – Standards

3.1.2.1.3.  Server Environment

Offeror must explain its server architecture strategy for the entire e-mail and calendaring Solution.  The Offeror must discuss its architecture in terms of scalability and clearly indicate how the University would engage vendor support when operational problems occur. The Offeror must also clearly indicate how the total number of users and large number of simultaneous users during high volume periods impact the performance of the Solution.  Offeror should describe its hosted environment if applicable. 

Offeror must respond to: Technical and Architecture Requirements Narrative, Sections 3.1.4.2.1 – 3.1.4.2.13 
3.1.2.1.4.  Interfaces

All large organizations using technology have multiple enterprise systems, the Offeror must provide a Solution that integrates with the existing enterprise systems. The Solution must use secure communication when transferring all authentication and authorization information, additionally, it should provide accessible interfaces for MSU to develop middleware to integration the Solution with existing enterprise systems. The Offeror must identify these interfaces, and provide examples of successful integration with existing higher education enterprise systems.

Offeror must respond to: Technical and Architecture Requirements Narrative, Sections 3.1.2.5  Support Tools – Administration Tools, 3.1.4.2.13 Integration with Campus Enterprise Systems, 3.1.3 and 3.1.4.2.5 Security
3.1.2.1.5. Intellectual Property Rights:

Offeror must acknowledge that it does not have any claim to intellectual property ownership of the content that resides in e-mail or calendars provided by the e-mail and calendaring Solution, further Offerer must acknowledge such content is protected and any access to such information will be kept confidential.

E-mail and Calendaring User Features - General Descriptions

Sections 3.1.2.2 through 3.1.2.5 provide general descriptions of functionality and include references to the detail sections that follow.
3.1.2.2
User Requirements and Features - E-mail
General Reference: Functional Requirements Narrative, Section 3.1.4.1.3, 3.1.4.5 -- 3.1.4.1.8

3.1.2.2.1.  E-Mail Storage: E-Mail storage is the quantity of e-mail and attachments that the user can keep before having to permanently delete the messages. E-Mail storage should meet or exceed 2GB of space for each user. This facilitates exchanging information via e-mail including large attachments and media files. Users can also keep e-mail for extended periods of time.

Offeror must respond to: 3.1.4.1.3 Email, 3.1.4.1.6 Communication Tools

3.1.2.2.2.  Client Access: Users should be able to access the e-mail service from any client software that uses secure IMAP and/or secure POP protocols. There should also be a web interface to the e-mail system, and it should be able to be embedded in the MSU Portal. The web interface should work equally well from Internet Explorer 6 & 7, Safari 2 & 3, Firefox 2 & 3, and recent releases of Opera and should provide versions using Javascript and versions not using Javascript.

Offeror must respond to: 3.1.4.1.6 Communication Tools

3.1.2.2.3.  Authentication: Users should be able to use one of their existing MSU credentials to access the e-mail Solution.

Offeror must respond to: 3.1.3, 3.1.4.2.5 Security, 3.1.4.1.9 User Access Management

3.1.2.2.4.  Offline Access: Users should be able to download their e-mail.
Offeror must respond to: 3.1.4.1.9 Student-Centered Features
3.1.2.2.5.  Mailbox Features: Sorting, Searching, Folders, etc should be enumerated down below. Users should be able to quickly sort their e-mail by date, sender, or other fields.
Offeror must respond to :3.1.4.1.6 Communication Tools

3.1.2.2.6.  Spam, Quarantining, and Whitelisting: Users should be able to flag mail as spam, viral messages should be quarantined and put into a quarantine location which is automatically emptied periodically (every 30 days is a good configurable default). Users should be able to whitelist or mark senders and domains as “always trusted” to have mail not be spam filtered.

Offeror must respond to: 3.1.4.1.6 Communication Tools
3.1.2.2.7.  Directory Services: The e-mail Solution should integrate with existing directory services to provide access to the enterprise phone and e-mail directory for MSU.

Offeror must respond to : 3.1.4.1.5 Contact and Address Book Management
3.1.2.2.8.  Message Features: The e-mail Solution should provide features supporting e-mail editing such as spell checking, saving drafts and sent e-mail, and read receipt.

Offeror must respond to: 3.1.4.1.2 Ease of Use and 3.1.4.2.13 Documentation/Help

3.1.2.2.9.  Session Timeouts: Users should be able to configure their session timeout, valid cookie period, or other mechanism to avoid being automatically logged out.

Offeror must respond to: 3.1.4.1.4 Calendar

3.1.2.2.10.  Mobile Access: The ability to get email, calendar, and alerts of email/calendar to mobile devices.

Offeror must respond to: 3.1.4.1.4 Calendar

3.1.2.3
User Requirements and Features - Calendaring
General Reference: Functional Requirements Narrative, Section 3.1.4.1.4

3.1.2.3.1.  E-Mail and Calendar Integration: Users should be able to e-mail to invite participants to new scheduled events and also accept invitations sent by e-mail and have them automatically appear on their calendar.  

Offeror must respond to: 3.1.4.1.2 Ease of Use, 3.1.4.1.4 Calendar, 3.1.4.2.9 Interfaces
3.1.2.3.2.  Create Calendars: Users should be able to request calendars for groups, resources, or special projects that need to calendars for short periods of time.

Offeror must respond to: 3.1.4.1.2 Ease of Use; 3.1.4.2.1 Architecture

3.1.2.4
Administrative Requirements and Features – E-mail
3.1.2.4.1.  Authentication: Authentication is a procedure that works like a lock and key by providing access to software or a computer system by a user who enters the appropriate user name and password.  The term also can refer to the procedure through which user names and passwords are created and maintained. Authentication systems can involve a single logon, which is the most user friendly and most vulnerable to hacking.  More complicated systems can involve layers with separate logins for each layer and secure encryption.

Offeror must respond to: 3.1.3, 3.1.4.2.6 Security

3.1.2.4.2.  Automatic Creation of E-mail Lists: The ability to create e-mail lists that represent demographic subparts of the user community, based on college, department, educational level, or organizational participation. Additionally, these groups might need an associated calendar created for them and automatically available to them.

Offeror must respond to: 3.1.4.2.13 Integration with Campus Enterprise Systems

3.1.2.5
Administrative Requirements and Features - Calendar

3.1.2.5.1.  Automatic Creation of Course, Term, and Academic Calendars: The ability for the institution to publish calendars with relevant information to the user community. These calendars represent course schedules, term schedules and other academic events. 

Offeror must respond to: 3.1.4.1.4 Calendar
3.1.2.5.2.  Public Calendars: Support for creating public calendars for the institution for things like athletics, public lecture series, etc. 

Offeror must respond to: 3.1.4.1.4 Calendar 

3.1.2.5.3.  Delegation of Calendar Authority: The ability to delegate publishing capabilities to the organization inside the institution that is authoritative for the calendar. 

Offeror must respond to: 3.1.4.1.10 Site/System Administration
3.1.2.6
Conversion Solutions, Performance information
3.1.2.6.1 Conversion/Migration Solutions

The Offeror must be able to provide the programs/tools/staff necessary to migrate existing e-mail and calendars to the Offerors Solution.  The Offeror selected is required to develop and implement appropriate strategies for migrating content from the old e-mail/calendar to the new. 

Offeror must respond to: 3.1.4.2.10 Conversion Services
3.1.2.6.2 Referenced performance numbers, statistics, peers 

Performance/Scalability

List any current customers with similar student FTE and course usage numbers who are using this same e-mail and calendaring Solution on the same or similar delivery platform as what Offeror is recommending.

Offeror must respond to: Technical and Architecture Requirements Narrative, 3.1.4.2.11, 

3.3.1 Installation Plan

Specific and detailed functional descriptions Sections 3.1.3, and 3.1.4
Describe in detail the e-mail and calendaring Solution’s key features, functions, options, and indicators with respect to the listed criteria or functions, and associated additional cost if applicable.
3.1.3 Security

MSU is very concerned about security and requires all new systems and services to integrate with existing security controls.  Offeror shall supply documentation on security administration procedures and security controls of the solution. In addition, each Offeror must address the following security related issues, and include the specific related details requested in section 3.1.4.2.7:

3.1.3.1  Access and Security Strategies 
Explain the e-mail and calendar access strategies and how appropriate levels of control within the Solution are maintained.  Provide detailed descriptions of supported authentication and authorization mechanisms, as well as access logging and accounting capabilities.

3.1.3.2  Security Provider
Offeror must clearly explain what security features and capabilities are incorporated in the proposed Solution.  Offeror must clearly explain the security functions of any proposed third party software.  Offeror must clearly explain the security processes, structures, and the maintenance required for each.

3.1.3.3  External Security Standards
Offeror must clearly explain how the proposed Solution addresses externally mandated security standards such as FERPA, GLB, and other security compliance standards. If the response to this question is through third party software, Offeror must clearly specify the vendors and products that are recommended or required to work with the Solution being proposed.  Estimated costs for any third party software products required to meet these standards must be included in your response.

3.1.3.5  Future Compliance
Offeror must clearly explain how the security components of the proposed Solution can be adapted to enable MSU to comply with external and internal audit requirements in the future. 

3.1.3.6  Security Integration Scenarios
Offeror must clearly explain how the security features/components in the proposed Solution, as described in response to this section, perform under each of the following scenarios: common end-user security methodologies, the system administrator’s security duties, and any security best-practices implementing the proposed e-mail and calendaring Solution into a typical institution’s infrastructure or environment.

3.1.4  FUNCTIONAL AND TECHNICAL NARRATIVES

3.1.4.1 Functional Requirements – Narrative 

Offerors must include the responses to the functional requirements below with each proposal.  Any features that are not immediately available upon installation must be clearly identified.  

3.1.4.1.1  Accessibility 
· Describe in detail how the Email and Calendaring System addresses web accessibility issues including a statement of the current level of compliance with the W3C Accessibility Initiative and/or Section 508, and/or future plans to achieve compliance.

· Describe the accessibility testing completed, and provide the results.  This could include output from an accessibility verification tool.

3.1.4.1.2  Ease of Use 

Describe the design of the Email and Calendar System to ensure that it is easy for students to use.  Also address the following specific questions:

· Describe how the Solution uses web based technology and works on multiple hardware and software platforms.

· Describe any additional browser plug-ins or client software needed to enable the Solution to function correctly.

· Identify the types of materials, such as help manuals, contextual help for user screens, tutorials, and online resources that are available to assist both students and instructors/developers/administrators (electronic manual format should be specified as html, pdf, etc.).

· Describe how the system provides for printing of content pages such as individual emails or calendar events. 

· Describe any provision for accessing content offline (such as download to a client email system such as Outlook, Eudora, etc.). 

· Identify how the Solution can be accessed via text-based browsers and hand-held devices. 

· Describe how the Solution enables users to search and navigate easily across relevant content, events, appointments, etc.

· Describe how the Solution enables students to review and search email and calendar items, including which emails have been replied to, forwarded, marked for future review, and archived/deleted.
3.1.4.1.3  Email 
Students with a wide spectrum of technical skills and expectations create email and calendar content. It is important that the Solution can provide or smoothly integrate with tools that allow for flexibility and meet the different needs of students.  Describe in detail how the content can be created, assessed, and modified. Address the following specific issues:

· Creating content with/without the knowledge of HTML

· Formatting, editing, and reusing content easily, including adding hyperlinks and organizing or embedding images, presentations, sound, animation or movies.

· Method of attaching single or multiple files to email and calendar items. 
· Address the ability to release emails selectively by date/time.

· Customizing the look and feel of email and calendar pages.

· Describe any ability that allows Input of music, math, and science symbols.

· Support for foreign languages.

· Spell-checking capability.

· Ability to create separate email folders and subfolders.

· Ability to filter email based on content and then deliver it to specific email folders based on user defined rules.

· Copying, moving, and re-ordering content  within email folders

· Options for students to reformat email/calendar items to optimize printing 

· Method for providing tips, tricks, hints to students
· Ability to automatically reply to emails with a customized message. 
· Ability to search for email items.
· Ability to sort email by various fields such as date received, sender, etc.
· Ability to see sent email and resend email.
· Ability to create draft emails for sending at a later date.
· Ability to restore deleted email.
· Ability to archive old email items.
· Support for adding signatures to email messages.
· Limitations to file attachment sizes and file types supported.
· Ability to track message delivery.
· Ability to access and send messages securely via web browser.
List any third party content development products with which the proposed Solution has been proven to integrate and describe any relevant information about those products, such as: 

· Third party content development tools and multimedia development tools such as Outlook, Eudora, Thunderbird, etc. 

· Other third party tools that add functionality to the Solution.

3.1.4.1.4  Calendar 
Describe in detail how the calendar functions as an effective student organizational tool, including information on: 

· Provide for students' personal entries

· Display the calendar in multiple views (Day, Week, Month, Year). 

· Display events from all courses

· Automatic population of student calendars from the Banner system. (course times).

· Ability to have an integrated or separate campus specific calendar of events managed by campus officials.

· Ability to create recurring appointments or events.

· Ability to navigate to different dates/months/years.

· Ability to schedule multiple items in the same time period.

· Provide for users to share their calendar with others.

· Ability to import and export calendar items to portable devices

· Ability to produce invitations to other users for events

· Integration between calendar and email.

· Support for foreign languages.

· Ability to search for calendar items

· Ability to display different events in multiple colors.

· Drag and drop interface

· Ability to change user’s time zone, country, and daylight savings time settings.

· Ability to change calendar time format.

· Ability to change the default calendar view.

List any third party calendar products with which the proposed Solution has been proven to integrate and describe any relevant information about those products.

3.1.4.1.5  Contact and Address Book Management
The Solution should allow the user role the ability to easily create an address book and distribution lists.  The Solution should also allow for prebuilt groups and lists to be accessible by students such as campus contact information.

· Basic address book features – create, move, rename, etc How directories are organized, managed, and accessed

· The flexibility with address naming conventions such as nicknames.

· Smart recognition of typed addresses.

· Additional information that can be added about each contact or address.

· Easy import/export of address books to other file formats, programs, or devices.

· How addresses are viewed by users in the Solution.

· Ability to search for addresses.

· Ability to organize addresses into different folders or address books.

· Ability to create and use different address books.

3.1.4.1.6  Communication Tools  

Describe in detail the communication tools found in the software, including features such as: 

· E-mail 

· Synchronous chat with transcripts and logs

· Private chats accessible to student-level role participants only

· Instant messaging, including security 

· File exchange capabilities and file types supported  

· Provisions for notifying students of new communications and course changes

· If the Student ID can also be used as LMS ID, describe the communication tools’ abilities to shield this and other personal account information from other class participants.

· Online status notification

Describe any significant features or limitations of these tools, in particular any synchronous tools, with respect to properly operating among or across different PC platforms, such as WindowsXP, Vista, Mac OS, Linux, etc..

List any third party communication tools with which the proposed Solution has been proven to integrate and describe any relevant information about those tools.

3.1.4.1.7  Student-Centered Features
Describe in detail student-centered features such as: 

· Areas for displaying student information 

· Areas for student personal web pages

· Support for student e-portfolios 

· Support for student portal features

· The ability to customize primary student account page 

· The ability to integrate private notes into email and calendar.

· The ability for students, instructors, or system administrator to create working groups of students within a course and across courses and campuses.
· The ability for students to review how much storage they currently have used and have available.

· Any customizations of the user interface that students have access to.

List any third party student portal or student-centered feature systems with which the proposed solution has been proven to integrate and describe any relevant information about those products.

3.1.4.1.8  Email Content/Messaging Filtering 
Describe in detail how users (e.g., students, advisors, instructors, designers, and others) email is protected against virus, spam, and phishing.

· Virus scanning features of the Solution

· Automatic scanning of incoming/outgoing email
· Attachment scanning

· Ability to scan compressed files.

· Steps taken when infected messages are found.

· Spam and content filtering.

· Ability to scan messages and distinguish spam

· Users ability to review messages marked as spam

· Users ability to allow messages based on sender/domain to not be filtered

· Users ability to quickly delete all suspected spam messages.

· Ability to customize message filtering by content or user based rules.

· Phishing prevention.

· Ability to scan messages for phishing content.

· Users ability to review suspected phishing mail

· Users ability to allow messages based on sender/domain to not be filtered

· Users ability to quickly delete all suspected phishing messages.

Describe in detail any additional functionality that the software provides for in the proposed Solution.
3.1.4.1.9  User Access Management 
Describe in detail how users manage their accounts. Address how the software handles:

· Username and password security.

· Default email address.

· User information.

· Forgotten password/changing passwords. 

3.1.4.1.10  Site/System Administration
a) Email/Calendar Administrator Management, Functionality 

Describe in detail how the Solution handles high level system administration tasks, including:
· Account creation and management, including creating user account each semester, importing of student course calendars, and the automation of these processes

· Batch utilities to create, copy, archive, and delete users

· Provisions for creating accounts with open access (i.e., training or trial accounts for testing and training)

· Targeted and global announcements and messaging to groups or individuals.

· Producing and tracking system statistics.

· Producing usage statistics reports that includes minimally the number of emails sent/received, number of active accounts per institution, number of active accounts per semester, and total size of account.

· Resource (disk space, etc.) allocation, tracking, management 

· Server Settings, management 

· License management if required.

· Ability for each campus to have site/system administration to campus users for the features listed above.

b) Role management, functionality 

The Solution should support the assignment of a range of privileges to various user types or user roles.  Describe how the Solution achieves the assignment of the following roles to users, and describe additional roles if the Solution allows for them, and any additional flexibility in role management, permissions, and automation: 

· Student functions (can see course schedule on calendar, instructor email added to address books per course, communicate with peers and instructors, can view campus specific calendars, etc.) 

· Teaching Assistant functions (Has privileges of student plus ability to view and manage student groups or course calendars where appropriate.) 

· Designer functions (Has ability to design, build, manage, and change layout and color settings, add logo, etc.

· Help desk functions (Has ability to create user accounts, assign user roles, reset passwords. Describe if the Solution has ability to further refine help desk roles so that there may be a limited role – to simply reset passwords, for example.)

· Administrator functions (Has all help desk functions plus ability to perform site/system administration, send email to all campus users, etc.) 
3.1.4.1.11  Additional Functionality
Describe in detail any additional functionality that the software provides for in the proposed Solution.  Explain why this functionality is important to such a system, or to MSU based on the institution’s unique parameters.

3.1.4.2 Technical and Architecture Requirements – Narrative 

Offerors must include responses to the technical and architecture requirements below with each proposal including responses for a hosted Solution. Any features that are not immediately available upon installation must be clearly identified.  

3.1.4.2.1  Architecture
Describe the overall technical architecture that the e-mail and calendar system requires, including other relevant products that the system relies upon  

· Clearly note what part the software provides. Descriptions should include a high level diagram

· Along with the overview, give a more detailed description of the portions of this architecture that directly pertain to the e-mail and calendar system and a discussion of what processing is done on each tier, the authentication requirements, the component-to-component communication protocols, and a description of the contents and sizes of the network packets exchanged by each tier

Describe the scalability of the e-mail and calendar system

· Include how many users are supported by each server and at what user increments additional servers will be required

· Describe how the system scales to handle concurrent users and how the system handles periods of high use

· If there are costs for increasing the capacity of the e-mail and calendar system after the initial deployment, please specify the schedule of costs.
Describe the overall architecture of a hosted e-mail and calendar system

· Include in the description the interface, access, authentication and communication protocols of the system

· Describe the scalability of the hosted Solution including growth in user count, concurrent users, storage capacity and related factors.

3.1.4.2.2  Operating Environment 
· Identify all browsers, including versions, for which the web clients of the e-mail and calendar system are available
· For new releases of the web clients of the e-mail and calendar system, identify the order, including elapsed time and versions, in which browsers are supported

· Describe method of testing and validating patches prior to releasing them to customers

· Describe how the e-mail and calendar system components can operate in an environment of heterogeneous computers and operating systems.  Discuss the impact on the overall application architecture of independently changing the operating system of the database server.  Provide a statement of commitment to supporting open architectures and industry standards.
3.1.4.2.3  Security 

· Describe the e-mail and calendar system’s authorization system.  Include a description of how the e-mail and calendar system determines authorization for initial access, component access, database access, record access, program access, and field access.

· Describe in detail how the e-mail and calendar system integrates with external authentication (e.g., LDAP, NTLM, WebISO, Kerberos, NT, Novell, UNIX, or other), and authorization services. 

· Describe the e-mail and calendar system’s support of federated authentication and authorization systems such as Shibboleth (shibboleth.internet2.edu). 

· Describe how user accounts will be created and managed when using an external authentication system.

· Describe the e-mail and calendar system’s encryption methods and/or its ability to interface with encryption software during communication between client stations, application servers, and database servers.

· Does the e-mail and calendar system run using a firewall on the server-side?  If so, list the firewall products that are used and how they fit into the overall architecture.

· Describe how the e-mail and calendar system ensures that private/secure data is not left on the client station after the session ends (be sure to address the caching of data, passwords, etc.).

· Describe what logs the e-mail and calendar system maintains on the system usage (posting of assignments, taking a test, changing a grade, entering a chat room, etc.) and on unauthorized attempts to access the system, system functionality, and/or specific data.

· Describe how the e-mail and calendar system provides for automatic/electronic notification of our security/administration personnel when security breaches occur.  Include a description of how Solution can define which security breaches require immediate notification and which do not.

· Does the security notification feature in the question above provide for sending notifications to another security monitoring system, one that might be found in a contemporary data center?  If so, identify these other security monitoring systems and give a description of how this might typically be implemented.

· Does the Offeror issue security alerts for the e-mail and calendar system?  If so, list the number of alerts given in the past year and show an example of such an alert.

· Does the e-mail and calendar system undergo a third party security audit?  If so, give the date of the last audit, the company that performed the audit, and a summary of the audit.

· Describe how the e-mail and calendar system ensures that user sessions that are “left logged in” are not used inappropriately. Does the product support a configurable idle session timeout?

· For internally maintained passwords, describe how the e-mail and calendar system provides for best-practice password management (strength, expiration, history, failed attempt lockout, etc.).

· How does security apply in different functions within the e-mail and calendar system?

3.1.4.2.4  Development Environment
· List the development tools and languages used by the developers to create the e-mail and calendar system and its components.  Are these tools available to the customers for use in modifying the e-mail and calendar system or its components?

· Can the e-mail and calendar system be customized and still receive support? Describe options. 

· Does the organization have a development strategy road map and time frame available?

· Describe any plans the Offeror has for making changes to the development environment.  What new tools and languages will be adopted for the development environment?

· List the tools available to our developers for adding additional functionality to the proposed e-mail and calendar system.

· Which tools were used to write the reports that come with the e-mail and calendar system?

3.1.4.2.5  Administration

· Describe the types and number (in both head count and FTE) of staff members MSU will need to provide ongoing operational and administrative support of the e-mail and calendar system once the conversion is complete.  Describe the tasks that each of these staff members will perform on a daily, weekly, monthly, academic term, and yearly basis.

· Describe how security is administered.  Include a description of the system’s ability to delegate administration to host or domain institutions, departments, and users; how users and roles are added and deleted; how passwords are maintained; and whether or not or which elements any of the administration can be automated.  Also, identify any security administration that does not take effect immediately when the security rules are entered/stored.

· Describe the tools and processes required for backup and recovery of the entire e-mail and calendar system and related components.  Is recovery automatic in the case of a system failure?  How long does backup and recovery take for a system of the size proposed?  How long is the e-mail and calendar system unavailable during a recovery or backup?  How often does a typical customer experience a need to recover?  What is the likelihood of data loss? 

· Describe the processes and limitations of offline data archiving.  Consider the following:

· What tools are supplied for moving data to the archive(s)?

· Describe how data is selected for movement to the archive(s).

· Explain the process for accessing and/or restoring archived data.

3.1.4.2.6  Standards 

· Please give as much detail as possible about the level of conformance of the e-mail and calendar system to open, interoperable standards.

· Describe the support for standards supported by

· Internet Engineering Task Force (www.ietf.org) 

· CalConnect Consortium (www.calconnect.org)

3.1.4.2.7  Interfaces 

· For each major function of the e-mail and calendar system, define the interface and protocol that is used.

· Describe how each function would interface with e-mail and calendar systems that are included in other applications such as a learning management system.

3.1.4.2.8  Conversion and Migration Services
Describe the steps, tools, effort, and costs required to convert and migrate mailboxes from our existing vendor systems (i.e., iPlanet Messanger Server).  Describe any limitations to this conversion and migration that exist.  This should include:

· What consulting services are included for e-mail and calendar system conversion and implementation?  Demonstrate through documented experiences and/or client references successful use of these services.  ( Provide at least 2 references for institutions who have made this move.)
· Describe how the Offeror will assist in the development and planning of strategies for the conversion to the new e-mail and calendar system.

· Describe how the Offeror will quickly and competently identify and solve problems that arise during the conversion process.

Note: requiring MSU staff to manually transfer entire mailbox content from MSU’s current e-mail and calendar system (iPlanet Messanger Server) into a new mailbox on the proposed system, in lieu of an automated process, is not an acceptable form of conversion.

3.1.4.2.9  Reporting

· Describe reporting the e-mail and calendar system provides to analyze system usage from a user, and/or institutional or system-wide perspective.

· Provide a complete list of all of the standard reports.

· Describe the electronic formats of reports.  

· Describe the e-mail and calendar system’s ability to preview reports, including customized reports from live data.

· Describe how security and authorization applies to reporting.

3.1.4.2.13   Integration with other enterprise systems
Describe the e-mail and calendar system’s integration with other enterprise-type computer systems.  Both the approach and the particular systems the product is able to integrate with are of interest. Products that are in use at MSU are listed and these are of particular interest.

Describe in detail how the e-mail and calendar system integrates with the following systems.  Specifically identify all entities, functions, and resources with which the product integrates (e.g., students, instructors and teaching assistants, classes, student/classes [add/drop], room assignments, grade submissions, course reserves, digital collections, etc.)

Describe the e-mail and calendar system’s ability to integrate with multiple systems. Identify how the technology allows this to happen.

Where applicable, please note the standards that are used in the integrations.  Also indicate all integration costs.

3.1.4.2.13.1 
Directory/Authentication/Authorization Services
·  LDAP

· Microsoft Active Directory

3.1.4.2.13.2 
Email Systems
· Microsoft Exchange/Outlook

· Sun Java Messaging Server

3.1.4.2.13.3 
Calendar Systems
· Microsoft Exchange/Outlook

· Sun Java System Calendar

3.1.4.2.13.4
 Portal Systems
· SungardHE Luminis Portal

· uPortal 

3.2
DEPENDENCIES


Describe all hardware, software and systems upon which the proposed e-mail and calendaring Solution depends to perform as designed.  Specify versions, and configurations.

3.3
IMPLEMENTATION

3.3.1  Installation Plan
Provide an Installation Plan for the Solution. Describe the recommended or required procedures and steps that are to be taken to ensure a successful installation of the proposed e-mail and calendaring Solution.

3.3.1.1 Is the proposed system in current production? Provide a list of sites where this proposed product has been implemented.

3.3.1.2 Provide current release/version number(s) and date(s) for the system.

3.3.1.3 Provide an estimated implementation/delivery schedule.

3.3.1.4 Summarize the roles of the Offeror and MSU during the conversion and implementation process.

3.3.1.5 Describe how the Offeror will quickly and competently identify and solve problems that arise during the implementation process.

3.3.1.6 Describe how the Offeror proposes to manage the project implementation in concert with MSU and the individual MSU campuses where applicable.

3.3.2  Training Plan

Provide a recommended Training Plan that includes at a minimum required content, the timing as associated within the Implementation and Acceptance Plan and ongoing recommendations for classes for successful testing, commissioning, and operation of the proposed e-mail and calendaring Solution. 

Describe availability and cost of: 

1 Training provided with the purchase of this Solution including class descriptions and training objectives for end-users, technical staff, and others, including methods used (instructor led, distance learning, “train-the-trainer,” CBT, etc.), locations, and frequency of offerings.  Identify the standard training and any customized training that is available to reflect individual institution needs, and include any limitations such as class sizes, locations, and time limits.  Consider training requirements for system/software upgrades in the answer.  Any additional costs associated with add-on or customized training should be listed separately in the Cost Proposal, not in the response to this question.

2 Training by campus locations

3 Training materials (for all roles – System administrator, Help Desk, Application Integrator, Student, etc.), and the training formats available (print, web, Offeror delivered, etc.).

4 E-mail and Calendaring Product certification options, train-the-trainer materials 

5 Describe recommended amount of training for administrators, Help desk, and support staff, and the life of each training unit.

6 Describe recommended amount of training for end users, and the life of each training unit. 

3.4
ACCEPTANCE TEST PLAN AND PROCEDURES

Provide an Acceptance Test Plan and Procedures that outlines the test criteria;for each Requirement; the test process.  The process is to include who will execute, in what environment, responsible party, any dependencies and the corrective action steps in the event the test fails.

Describe tests and diagnostic procedures and performance and functional milestones that are recommended prior to MSU accepting the e-mail and calendaring Solution as functioning optimally.

3.5
COMMISIONING - TESTING AND ADJUSTMENTS


Offeror shall provide a detailed description of the testing required to certify and commission the complete system, and which of those tests are to be performed by Offeror and which are to be performed by MSU. 

3.6
MAINTENANCE AND SUPPORT

Complete Appendix C (Service Agreement Options Grid).  Use the cost of the minimum required service agreement to meet requirements of Section 3.6.2 in matrix. a chart that identifies the rating by Level of Severity,Description,  Offeror Response Time for the Call and Fix Time.
3.6.1  Maintenance
· What is the frequency of new releases?  Provide a schedule of new releases for the past 3 years.
· How long has the Offeror supported old versions of the e-mail/calendaring Solution?  How many versions back (major and minor)

· How are bugs reported and tracked?  Are bugs that have been reported by some customers shared with all customers via the web or some other mechanism?  Is a mechanism in place to allow urgent reporting of problems to customers?  

· Are interim bug fixes available between releases?

· Describe maintenance costs and services associated with this e-mail/calendaring Solution. Any additional maintenance costs associated with maintenance should be listed separately in the cost proposal.


3.6.2  Support

· Describe installation support included with the purchase of this e-mail/calendaring Solution.

· Describe the on-going support available on a 24-hour/7-day basis to both technical staff and end-users including hot line or toll free numbers, day and time availability, and any restrictions.  Minimum technical support response time should be indicated, with any differences clearly noted in support response time for different users or the time of day (See Appendix C – Service Agreement Options Grid).  In the Cost Proposal, specify options and complete descriptions for levels of support (e.g., gold, etc.)

· Describe how information releases, such as technical updates or informational releases for users are distributed or made available to clients.

· Describe the QA process for the Offeror’s e-mail/calendaring Solution, including how incidents, bugs, and other issues are escalated and resolved.

· Offeror must provide from the last 12 months a history of significant incidents, bug reports, and QA issues, describing the severity of the issue, resolution or fix times, impacts, and any outstanding issues or incidents that have not yet been resolved. Indicate the total number of updates and patches released for the e-mail/calendaring Solution over the past 12 months.

· Describe the consulting services offered for typical types of work.

· Describe support staff – location, accessibility, number of staff per customer, etc.. Identify the amount of staffing and the funds as a percent of revenue that are devoted by the Offeror to customer support.

· Describe the extent and nature of any vendor-sponsored or sanctioned user communities or user-generated resources and how they are accessed, maintained, and disseminated. 

· List and describe support modes and venues (i.e., phone, web, e-mail, etc.) and describe order in which customers are routed to them.

· Note that support resources that are in the US and staffed with fluent English speakers will be scored higher than alternatives. Explain the location and English language and technical proficiency of your support staff that would be responsible for responding to incidents generated at any of the MSU campus locations.

3.7
ADDITIONAL INFORMATION

Offeror is invited to provide additional information that may assist the University in its selection process. In particular please respond to the following:

3.7.1  Enterprise Product Functionality 

· If Offeror has an enterprise version available, describe the features and advantages (in terms of cost, function, and interoperability) of such a system in light of MSU’s unique environment and functional requirements.

· Describe features, functionality and other features or enhancements beyond the basic e-mail/calendaring Solution that has been described in this response.

· Describe any components that enhance or extend the functionality of the basic e-mail/calendaring Solution that can be acquired separately and integrated with the basic Solution.

· Use the cost summary spreadsheet form to describe all costs of enterprise system separately from the cost summary for the basic e-mail/calendaring Solution.

SECTION 4:  OFFEROR QUALIFICATIONS/INFORMATIONAL REQUIREMENTS

4.0
University’s Right to Investigate and reject

The University may make such investigations as deemed necessary to determine the ability of the Offeror to provide the supplies and/or perform the services specified.  The University reserves the right to reject any proposal if the evidence submitted by, or investigation of, the Offeror fails to satisfy the University that the Offeror is properly qualified to carry out the obligations of the Contract.  This includes the University’s ability to reject the proposal based on negative references.

4.1
OFFEROR QUALIFICATIONS/INFORMATIONAL REQUIREMENTS

In order for the University to determine the capabilities of an Offeror to provide the supplies and/or perform the services specified in Section 3 above, the Offeror must respond to the following requests for information regarding its ability to meet the University’s requirements.  THE RESPONSE “(OFFEROR’S NAME)” UNDERSTANDS AND WILL COMPLY IS NOT APPROPRIATE FOR THIS SECTION.

(Note: Each item must be thoroughly addressed.  Offerors taking exception to any requirements listed in this Section may be found non-responsive or be subject to point deductions.)

4.1.1
References.  Offeror shall provide a minimum of three references that are using supplies and/or services of the type proposed in this RFP.  The references may include state government or universities where the Offeror, preferably within the last two years, has successfully completed e-mail and calendaring Solutions.  At a minimum, the Offeror shall provide the company name, the location where the supplies and/or services were provided; contact person(s), customer's telephone number, e-mail address, and a complete description of the service type, and dates the services were provided.  These references may be contacted to verify Offeror's ability to perform the contract.

4.1.1.1
The University reserves the right to use any information or additional references deemed necessary to establish the ability of the Offeror to perform the conditions of the contract.  Negative references may be grounds for proposal disqualification.


4.1.2
Resumes/Company Profile and Experience.  Offeror shall specify how long the individual/company submitting the proposal has been in the business of providing supplies and/or services similar to those requested in this RFP and under what company name.  Offeror should provide a complete description of any relevant past projects, including the supply/service type and dates the supplies and/or services were provided.  A resume or summary of qualifications, work experience, education, skills, etc., which emphasizes previous experience in this area should be provided for all key personnel who will be involved with any aspects of the contract.

SECTION 5:  RESERVED
MSU requires that the proposed Solution be at no cost to the University.
SECTION 6: EVALUATION PROCESS
6.0
basis of Evaluation

The responses will be evaluated in two phases (See Sections 6.1 and 6.2 below). 

SCORING - Phase One - Section 6.1 AND Phase Two Section 6.2.  The Scope of Project,  Resumes/Company Profile, Experience and and Section 6.2 Phase Two Scoring portions of the offer will be evaluated based on the following Scoring Guide.  The References will be Pass/Fail. The Evaluation Committee will review and evaluate the offers according to the following criteria based on a total number of 10,000 points.

Any response that fails to achieve a passing score per the requirements of Section 2.3.5 will be eliminated from further consideration.  A "fail" for any individual evaluation criterion may result in proposal disqualification at the discretion of the procurement officer.

SCORING GUIDE

In awarding points to the evaluation criteria, the evaluator/evaluation committee will consider the following guidelines: 

Superior Response (95-100%): A superior response is a highly comprehensive, excellent reply that meets all of the requirements of the RFP. In addition, the response may cover areas not originally addressed within the RFP and/or include additional information and recommendations that would prove both valuable and beneficial to the agency. 

Good Response (85-94%): A good response meets all the requirements of the RFP and demonstrates in a clear and concise manner a thorough knowledge and understanding of the project, with no deficiencies noted. 

Fair Response (60-84%): A fair response minimally meets most requirements set forth in the RFP. The Offeror demonstrates some ability to comply with guidelines and requirements of the project, but knowledge of the subject matter is limited.

Failed Response (59% or less): A failed response does not meet the requirements set forth in the RFP. The Offeror has not demonstrated sufficient knowledge of the subject matter.

6.1
Phase ONE - Evaluation Criteria


Technical Specifications


71.5% of points for a possible  71,500 points


Category


Section of RFP


Point Value

A.
Functional & Technical 
3.1




52,500



Requirements

(SEE SAMPLE RESPONSE FORM IN APPENDIX A)

B.
Documentation

3.1.6




1,000
C.
Implementation Plan

3.3




2,000

D.
Training


3.3.2




1,000
E. 
Acceptance/Commissioning
3.4, 3.5



5,000

F.
Maintenance and Support
3.6




9,000


References









Pass/Fail
Category


Section of RFP


Point Value


A.
References
4.1.1
Pass/Fail

(Complete and Relevant Contact Information Provided)

Company Profile, Personnel, Experience
 




500
Category


Section of RFP


Point Value

A.
Company profile
4.1.2
250
B.
Personnel info
4.1.2

250
6.2
PHASE TWO – EVALUATION CRITERIA
6.2.1
MSU reserves the right in its sole discretion to invite Offerors to present a campus demonstration.   The Offerors will be required to make a presentation to a campus audience that includes a demonstration of its Email and Calendaring Solution that shows the essential features and functionality of the proposed solution submitted. The presentation must be made by the key personnel that will be assigned to the project should it be awarded.
6.2.2
Campus Demonstrations


             28% of points for a possible 28,000 points
Category




Section of RFP
Point Value

A.
Presentation and Demonstration                   6.2.1

28,000
6.3
Total Score of Phase One and Phase Two
Scores from Phase One Offerors who were asked to participate in Phase Two, and Phase Two scores will be Totaled.
APPENDIX A:  TECHNICAL SPECIFICATIONS RESPONSE FORM

SAMPLE RESPONSE FORM and EXPLANATION 

1.
Explanation of Technical Specifications Response Form

Offeror’s Response to Technical Specifications, (Below), is a form that Offerors must complete in response to the following technical specifications.  The form contains functional specifications that the University expects to be included in the Solution.  Functional specifications are classified into two categories, mandatory and scored.  Mandatory functions indicate functionality which is required of the e-mail and calendaring Solution.  If the Offeror’s proposal meets all of the specifications indicated to provide mandatory functionality, the proposal will be considered responsive for this subsection.  If it does not, the University will consider the proposal non-responsive.  Scored functions indicate functionality which should be provided by the e-mail and calendaring Solution.  Offerors ARE REQUIRED to provide a response and, when necessary or appropriate, a description of how their solution addresses each specification listed in the Response to Technical Specifications.  Explanations of the columns and instructions regarding completing the form follow:

Location—Technical specification paragraph location within the RFP.

Points — Number of points available for award for the quality of the response to the specification.

Specification — Brief description of specification.

Response Codes—Place an “X” in the column according to the following codes and their description:

A. Specification is one that currently exists in the proposed software.

B. Specification is not in the proposed software, but is a planned enhancement or will be added at no additional cost.

C. Specification is not supportable in the proposed software.

Reference—Write the location (Binder/Section/Page Number) of the discussion of the specification in the Offeror’s proposal.  Technical materials may be submitted as part of the proposal.

OFFEROR RESPONSE TO TECHNICAL SPECIFICATIONS 








Instructions:  Items included in this form are described in Section 3 of the RFP.  Enter Offeror's organization name at the bottom of each page.
	Location
	Specification
	Points
	Response Code
	Reference

	
	
	
	A
	B
	C
	D
	

	3.1.2.1 Mandatory Requirements

The Solution MUST:
	0
	
	
	
	
	

	3.1.2.1.1
	Demonstrated accessibility compliance pursuant to W3C and ADA standards
	0
	
	
	
	
	3.1.4.1.1

	3.1.2.1.2
	Demonstrated standards compliance
	0
	
	
	
	
	3.1.4.2.8

	3.1.2.1.3
	Description of server environment.
	0
	
	
	
	
	3.1.4.2.1-3.1.4.2.13

	3.1.2.1.4
	Description of existing enterprise systems interface(s)
	0
	
	
	
	
	3.1.2.5, 3.1.4.2.13, 3.1.3, 3.1.4.2.5

	3.1.2.1.5
	Acknowledgement of intellectual property rights retained by MSU.
	0
	
	
	
	
	

	3.1.2.2 User Requirements and Features – E-mail

The Solution should provide:
	16000
	
	
	
	
	3.1.4.1.3, 3.1.4.5 – 3.1.4.1.8

	3.1.2.2.1
	E-mail Storage.
	2000
	
	
	
	
	3.1.4.1.3, 3.1.4.1.6

	3.1.2.2.2
	Client Access.
	2000
	
	
	
	
	3.1.4.1.6

	3.1.2.2.3
	Authentication
	2000
	
	
	
	
	3.1.3, 3.1.4.2.5, 3.1.4.1.9

	3.1.2.2.4
	Offline Access
	2000
	
	
	
	
	3.1.4.1.9

	3.1.2.2.5
	Mailbox Sorting.
	1000
	
	
	
	
	3.1.4.1.6

	3.1.2.2.5
	Mailbox Searching
	1000
	
	
	
	
	3.1.4.1.6

	3.1.2.2.6
	Spam, Quarantining and Whitelisting.
	2000
	
	
	
	
	3.1.4.1.6

	3.1.2.2.7
	Directory Services
	1000
	
	
	
	
	3.1.4.1.2

	3.1.2.2.8
	Message Features
	1000
	
	
	
	
	3.1.4.1.2, 3.1.4.2.13

	3.1.2.2.9
	Session Timeouts
	1000
	
	
	
	
	3.1.4.1.4

	3.1.2.2.10
	Mobile Access
	1000
	
	
	
	
	3.1.4.1.4

	3.1.2.3 User Requirements and Features - Calendar

The Solution should provide:
	4000
	
	
	
	
	3.1.4.1.4

	3.1.2.3.1
	E-mail Integration
	2000
	
	
	
	
	3.1.4.1.3, 3.1.4.2.9

	3.1.2.3.1
	Calendar Integration
	1000
	
	
	
	
	3.1.4.1.4, 3.1.4.2.9

	3.1.2.3.2
	Calendar Creation
	2000
	
	
	
	
	3.1.4.1.4

	3.1.2.3.2
	Calendar Management
	1000
	
	
	
	
	3.1.4.1.2, 3.1.4.2.1

	3.1.2.4 Administrative Requirements and Features – E-Mail

The Solution should provide:
	3000
	
	
	
	
	

	3.1.2.4.1
	Authentication
	2000
	
	
	
	
	3.1.3, 3.1.4.2.6

	3.1.2.4.2
	Automatic Creation of E-Mail lists.
	1000
	
	
	
	
	3.1.4.2.13

	3.1.2.5 Administration Requirements and Features - Calendar

The Solution should provide:
	4000
	
	
	
	
	

	3.1.2.5.1
	Automatic Creation of Course, Term, and Academic Calendars
	2000
	
	
	
	
	3.1.4.1.4

	3.1.2.5.2
	Creation and management of Public Calendars.
	1000
	
	
	
	
	3.1.4.1.4

	3.1.2.5.3
	Delegation of Calendar Authority.
	1000
	
	
	
	
	3.1.4.1.10

	3.1.2.6 Conversion Solutions & Performance Information

The Solution should provide:
	3500
	
	
	
	
	

	3.1.2.6.1
	Conversion / Migration Solutions.
	1000
	
	
	
	
	3.1.4.2.10

	3.1.2.6.2
	Referenced performance data/statistics
	1800
	
	
	
	
	3.1.4.2.11, 3.3.1

	3.1.2.6.2
	Referenced peer comparisons
	700
	
	
	
	
	3.1.4.2.11, 3.3.1

	3.1.3. Security

Offeror should explain:
	7000
	
	
	
	
	3.1.3, 3.1.4.2.5

	3.1.3.1
	Access and Security Strategies
	1000
	
	
	
	
	

	3.1.3.2
	Security Provider
	1000
	
	
	
	
	

	3.1.3.3
	External Security Standards
	2000
	
	
	
	
	

	3.1.3.4
	Future Compliance
	1000
	
	
	
	
	

	3.1.3.5
	Security Integration Scenarios
	2000
	
	
	
	
	

	3.1.4.2 Technical and Architecture Requirements 

(Points based on completeness of response)

Offeror should explain:
	15000
	
	
	
	
	

	3.1.4.2.1
	Architecture
	2000
	
	
	
	
	

	3.1.4.2.2
	Operating Environment
	1000
	
	
	
	
	

	3.1.4.2.3
	Security
	0
	
	
	
	
	Scored in 3.1.3

	3.1.4.2.4
	Development Environment
	1000
	
	
	
	
	

	3.1.4.2.5
	Administration
	1000
	
	
	
	
	

	3.1.4.2.6
	Standards
	2500
	
	
	
	
	

	3.1.4.2.7
	Interfaces
	2500
	
	
	
	
	

	3.1.4.2.8
	Conversion / Migration Solutions.
	1000
	
	
	
	
	

	3.1.4.2.9
	Reporting
	1000
	
	
	
	
	

	3.1.4.2.10
	Query Tools
	1000
	
	
	
	
	

	3.1.4.2.11
	Integration with Campus Enterprise Systems
	2000
	
	
	
	
	


APPENDIX B:  SERVICE AGREEMENT OPTIONS GRID
See Section 3.6.2

Complete the table below to reflect the various types of service agreements available and the options and response times associated with each for a particular incident or severity level.  Provide as much detail as necessary to create a complete description of the options. Be sure to indicate which service level will meet the requirements of Section 3.6.2.

	Service level name

(E.g., “Gold”, “Silver”, etc.)
	Definition/Description (Indicate which service level will meet the requirements of Section 3.6.2)

	
	

	
	

	
	

	
	

	
	


	Severity level
	Definition of severity level
	Guaranteed Response time
	Resolution or “Fix” time

	
	
	“Gold”
	“Silver”
	“Bronze”
	“Gold”
	“Silver”
	“Bronze”

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


APPENDIX C: INFORMATION TECHNOLOGY CONTRACT

1.
Parties

2.
Effective Date, Duration and Renewal

3.
Reserved

4.
Services and/or Supplies

5.
Consideration/Payment

6.
Access and Retention of Records

7.
Assignment, Transfer and Subcontracting

8.
Force Majeure

9.
Warranties

10.
Hold Harmless/Indemnification

11.
Limitation of Liability

12.
Required Insurance 

13.
Compliance with Workers’ Compensation Act

14.
Compliance with Laws

15.
Intellectual Property/Ownership 

16.
Patent and Copyright Protection

17.
Reserved 

18.
Contract Oversight

19.
Contract Termination

20.
Event of Breach – Remedies

21.
Waiver of Breach

22.
Liaison and Service of Notices

23.
Contractor Personnel

24.
Meetings and Reports

25.
Contractor Performance Assessments

26.
Transition Assistance

27.
Choice of Law and Venue

28.
Scope, Amendment and Interpretation

29.
Execution

(INSERT PROJECT TITLE)

CONTRACT NUMBER)

(INSERT CONTRACT NUMBER in Header)

INSERT Contract Title

1.
PARTIES
THIS CONTRACT, is entered into by and between Montana State University, (hereinafter referred to as “MSU-Bozeman” or “the University”), whose address and phone number are (insert address), (insert phone number) and (insert name of Contractor), (hereinafter referred to as the “Contractor”), whose, address and phone number are, (insert address) and (insert phone number).

THE PARTIES AGREE AS FOLLOWS:

2.
EFFECTIVE DATE, DURATION, AND RENEWAL

2.1
Contract Term.  This contract shall take effect on or upon contract execution and terminate on (insert date), 2011, unless terminated earlier in accordance with the terms of this Contract. (Section 18-4-313, MCA)

2.2
Contract Renewal.  This contract may, upon mutual agreement between the parties and according to the terms of the existing contract, be renewed in one year intervals, or any interval that is advantageous to the University. This contract, including any renewals, may not exceed a total of ten (10) years.

3.
RESERVED

4.
SERVICES AND/OR SUPPLIES

Contractor agrees to provide to the State the following (insert a detailed description of the supplies, services, etc., to be provided to correspond to the requirements specified in Section 3, Scope of Project).

5.
CONSIDERATION/PAYMENT
5.1
Payment Schedule.  In consideration for the (insert supplies or services) to be provided, the University shall use the Contractors services for which it derives revenue from its advertisers.

5.2
Withholding of Payment.  The University may withhold payments to the Contractor if the Contractor has not performed in accordance with this Contract. Such withholding cannot be greater than the additional costs to the University caused by the lack of performance.


5.3
Tax Exemption.  The University is exempt from Federal Excise Taxes (#53-0183246).


5.4
Shipping: Supplies shall be shipped prepaid, F.O.B. Destination, unless the contract specifies otherwise.

5.5
U.S. Funds: All prices and payments must be made in U.S. dollars.

6.
ACCESS AND RETENTION OF RECORDS
6.1
Access to Records.  The Contractor agrees to provide the University, State, Legislative Auditor or their authorized agents access to any records necessary to determine contract compliance. (Section 18-1-118, MCA)


6.2
Retention Period.  The Contractor agrees to create and retain records supporting the services specified herein for a period of five (5) years after either the completion date of this Contract or the conclusion of any claim, litigation or exception relating to this Contract taken by the University, the State of Montana or a third party.

7. 
ASSIGNMENT, TRANSFER AND SUBCONTRACTING
The Contractor shall not assign, transfer or subcontract any portion of this Contract without the express written consent of the State. (Section 18-4-141, MCA) The Contractor shall be responsible to the University for the acts and omissions of all subcontractors or agents and of persons directly or indirectly employed by such subcontractors, and for the acts and omissions of persons employed directly by the Contractor.  No contractual relationships exist between any subcontractor and the University.

8.
FORCE MAJEURE

Neither party shall be responsible for failure to fulfill its obligations due to causes beyond its reasonable control, including without limitation, acts or omissions of government or military authority, acts of God, materials shortages, transportation delays, fires, floods, labor disturbances, riots, wars, terrorist acts, or any other causes, directly or indirectly beyond the reasonable control of the non-performing party, so long as such party is using its best efforts to remedy such failure or delays.

9.
WARRANTIES

The Contractor warrants that items offered will conform to the specifications requested, to be fit and sufficient for the purpose manufactured, of good material and workmanship and free from defect.  Items offered must be new and unused and of the latest model or manufacture, unless otherwise specified by the University.  They shall be equal in quality and performance to those indicated herein.  Descriptions used herein are specified solely for the purpose of indicating standards of quality, performance and/or use desired.  Exceptions will be rejected.

10.
HOLD HARMLESS/INDEMNIFICATION
The Contractor agrees to protect, defend, and save the University, its elected and appointed officials, agents, and employees, while acting within the scope of their duties as such, harmless from and against all claims, demands, causes of action of any kind or character, including the cost of defense thereof, arising in favor of the Contractor’s employees or third parties on account of bodily or personal injuries, death, or damage to property arising out of services performed or omissions of services or in any way resulting from the acts or omissions of the Contractor and/or its agents, employees, representatives, assigns, subcontractors, except the sole negligence of the University, under this Agreement.

11.
LIMITATION OF LIABILITY
Except for damages caused by injury to persons or tangible property, or related to defending intellectual property provided under the contract, the Contractor’s liability for contract damages is limited to direct damages.

12.
REQUIRED INSURANCE
12.1
General Requirements.  The Contractor shall maintain for the duration of this Contract, at its cost and expense, insurance against claims for injuries to persons or damages to property, including contractual liability, which may arise from or in connection with the performance of the work by the Contractor, agents, employees, representatives, assigns, or subcontractors.  This insurance shall cover such claims as may be caused by any negligent act or omission. 

12.2
Primary Insurance.  The Contractor's insurance coverage shall be primary insurance with respect to the University, its officers, officials, employees, and volunteers and shall apply separately to each project or location.  Any insurance or self-insurance maintained by the University, its officers, officials, employees or volunteers shall be excess of the Contractor’s insurance and shall not contribute with it.

12.3
Specific Requirements for Commercial General Liability.  The Contractor shall purchase and maintain occurrence coverage with combined single limits for bodily injury, personal injury, and property damage of $1,000,000 per occurrence and $2,000,000 aggregate per year to cover such claims as may be caused by any act, omission, or negligence of the Contractor or its officers, agents, representatives, assigns or subcontractors. 

The University, its officers, officials, employees, and volunteers are to be covered and listed as additional insureds; for liability arising out of activities performed by or on behalf of the Contractor, including the insured’s general supervision of the Contractor; products and completed operations; premises owned, leased, occupied, or used.

12.4
Deductibles and Self-Insured Retentions.  Any deductible or self-insured retention must be declared to and approved by the state agency.  At the request of the agency either: (1) the insurer shall reduce or eliminate such deductibles or self-insured retentions as respects the State, its officers, officials, employees, or volunteers; or (2) at the expense of the Contractor, the Contractor shall procure a bond guaranteeing payment of losses and related investigations, claims administration, and defense expenses.


12.5
Certificate of Insurance/Endorsements.  A certificate of insurance from an insurer with a Best’s rating of no less than A- indicating compliance with the required coverages has been received by the MSU-Bozeman Purchasing Department 104 Montana Hall, Bozeman, MT 59717. The Contractor must notify the University immediately, of any material change in insurance coverage, such as changes in limits, coverages, change in status of policy, etc. The University reserves the right to require complete copies of insurance policies at all times.

13. 
COMPLIANCE WITH WORKERS’ COMPENSATION ACT
Contractors are required to comply with the provisions of the Montana Workers’ Compensation Act while performing work for the State of Montana in accordance with sections 39-71-401, 39-71-405, and 39-71-417, MCA. Proof of compliance must be in the form of workers’ compensation insurance, an independent contractor's exemption, or documentation of corporate officer status. Neither the contractor nor its employees are employees of the University.  This insurance/exemption must be valid for the entire term of the contract. A renewal document must be sent to the MSU-Bozeman Purchasing Department 104 Montana Hall, Bozeman, MT 59717, upon expiration.

14.
COMPLIANCE WITH LAWS
The Contractor must, in performance of work under this Contract, fully comply with all applicable federal, state, or local laws, rules and regulations, including the Montana Human Rights Act, the Civil Rights Act of 1964, the Age Discrimination Act of 1975, the Americans with Disabilities Act of 1990, and Section 504 of the Rehabilitation Act of 1973.  Any subletting or subcontracting by the Contractor subjects subcontractors to the same provision. In accordance with section 49-3-207, MCA, the Contractor agrees that the hiring of persons to perform the contract will be made on the basis of merit and qualifications and there will be no discrimination based upon race, color, religion, creed, political ideas, sex, age, marital status, physical or mental disability, or national origin by the persons performing the contract.

15.
INTELLECTUAL PROPERTY/OWNERSHIP
15.1
Mutual Use.  All patent and other legal rights in or to inventions created in whole or in part under this Contract must be available to the University for royalty-free and nonexclusive licensing. Unless otherwise specified in a statement of work, both parties shall have a royalty-free, nonexclusive, and irrevocable right to reproduce, publish or otherwise use and authorize others to use, copyrightable property created under this Contract including all deliverables and other materials, products, modifications developed or prepared for the University by Contractor under this Contract or any program code, including site related program code, created, developed or prepared by Contractor under or in support of the performance of its obligations hereunder, including manuals, training materials and documentation (the “work product”).

15.2
Title and Ownership Rights. The University shall retain title to and all ownership rights in all data and content, including but not limited to multimedia or images (graphics, audio and video), text and the like provided by the University (the “content”), but grants Contractor the right to access and use content for the purpose of complying with its obligations under this Contract and any applicable statement of work. 

15.3
Ownership of Work Product. Contractor agrees to execute any documents or take any other actions as may reasonably be necessary, or as the University may reasonably request, to perfect the University’s ownership of any work product.

15.4
Copy of Work Product. Contractor shall, at no cost to the University, deliver to the University, upon the University’s request during the term or at the expiration or termination of all or part of Contractor’s performance hereunder, a current copy of all work product in the form and on the media in use as of the date of the University’s request, or as of such expiration or termination, as the case may be.
15.5
Ownership of Contractor Information.  Techniques, sub-routines, algorithms and methods or rights thereto owned by Contractor at the time this Contract is executed and employed by Contractor in connection with the services provided to the University (the “contractor information”) shall be and remain the property of Contractor.  The Contractor must provide full disclosure of any contractor information to the University prior to its use and prove its ownership.  Contractor grants to the University a perpetual, irrevocable, royalty free, unrestricted right to use, modify, transfer and maintain the contractor information. Except as otherwise provided for in Section 15.3 or as may be expressly agreed in any statement of work, Contractor shall retain title to and ownership of any hardware provided by Contractor.

16.
PATENT AND COPYRIGHT PROTECTION 

16.1
Third Party Claim.  In the event of any claim by any third party against the University that the products furnished under this Contract infringe upon or violate any patent or copyright, the University shall promptly notify Contractor.  Contractor shall defend such claim, in the University’s name or its own name, as appropriate, but at Contractor’s expense.  Contractor will indemnify the University against all costs, damages and attorney's fees that accrue as a result of such claim. If the University reasonably concludes that its interests are not being properly protected, or if principles of governmental or public law are involved, it may enter any action.

16.2
Product Subject of Claim.  If any product furnished is likely to or does become the subject of a claim of infringement of a patent or copyright, then Contractor may, at its option, procure for the University the right to continue using the alleged infringing product, or modify the product so that it becomes non-infringing. If none of the above options can be accomplished, or if the use of such product by the University shall be prevented by injunction, the University will determine if the Contract has been breached.
17.
RESERVED 

18.
CONTRACT OVERSIGHT
18.1
CIO Oversight.  The Chief Information Officer (CIO) for the University, or designee, may perform contract oversight activities. Such activities may include the identification, analysis, resolution, and prevention of deficiencies that may occur within the performance of contract obligations. The CIO may require the issuance of a right to assurance or the issuance of a stop work order.

182
Right to Assurance. If the University in good faith, has reason to believe that the Contractor does not intend to, or is unable to perform or continue performing under this Contract, the University may demand in writing that the Contractor give a written assurance of intent to perform. Failure by the Contractor to provide written assurance within the number of days specified in the demand may, at the University’s option, be the basis for terminating the contract under the terms and conditions or other rights and remedies available by law or provided by the contract.

18.3
Stop Work Order. The University may, at any time, by written order to the Contractor, require the Contractor to stop any or all parts of the work required by this Contract for the period of days indicated by the University after the order is delivered to the Contractor. The order shall be specifically identified as a stop work order issued under this clause. Upon receipt of the order, the Contractor shall immediately comply with its terms and take all reasonable steps to minimize the incurrence of costs allocable to the work covered by the order during the period of work stoppage. If a stop work order issued under this clause is canceled or the period of the order or any extension expires, the Contractor shall resume work. The State Project Manager shall make the necessary adjustment in the delivery schedule or Contract price, or both, and the Contract shall be amended in writing accordingly. 

19. 
CONTRACT TERMINATION


19.1
Termination for Cause. The University may, by written notice to the Contractor, terminate this Contract in whole or in part at any time the Contractor fails to perform the contract pursuant to Section 20, Event of Breach – Remedies.

19.2
Bankruptcy or Receivership. Voluntary or involuntary Bankruptcy or receivership by Contractor may be cause for termination.

19.3
Reduction of Funding. The State, at its sole discretion, may terminate or reduce the scope of this Contract if available funding is reduced for any reason. (See section 18-4-313(4), MCA.)

20
EVENT OF BREACH – REMEDIES


20.1
Event of Breach. Any one or more of the following acts or omissions of the Contractor shall constitute an event of breach:

a.
products or services furnished by the Contractor fail to conform to any requirement of this Contract; or

b.
failure to submit any report required by this Contract; or

c.
failure to perform any of the other covenants and conditions of this Contract, including beginning work under this Contract without prior University approval. 


20.2
University’s Actions in Event of Breach. Upon the occurrence of any event of breach, the University may take any one, or more, or all, of the following actions:

a.
give the Contractor a written notice specifying the event of breach and requiring it to be remedied within, in the absence of a greater or lesser specification of time, 30 days from the date of the notice; and if the event of breach is not timely remedied, terminate this Contract upon giving the Contractor notice of termination;
b.
give the Contractor a written notice specifying the event of breach and suspending all payments to be made under this Contract and ordering that the portion of the Contract price, which would otherwise accrue to the Contractor during the period from the date of such notice until such time as the University determines that the Contractor has cured the event of breach, shall never be paid to the Contractor;

c.
set off against any other obligation the University may owe to the Contractor any damages the University suffers by reason of any event of breach; or

d.
treat the contract as materially breached and pursue any of its remedies at law or in equity, or both.
21.
WAIVER OF BREACH

No failure by the University to enforce any provisions hereof after any event of breach shall be deemed a waiver of its rights with regard to that event, or any subsequent event.  No express failure of any event of breach shall be deemed a waiver of any provision hereof.  No such failure or waiver shall be deemed a waiver of the right of the University to enforce each and all of the provisions hereof upon any further or other breach on the part of the Contractor.
22.
UNIVERSITY PERSONNEL 

22.1
University Contract Manager. The University Contract Manager identified below is the University’s single point of contact and will perform all contract management pursuant to section 2-17-512, MCA, on behalf of the University.  Written notices, requests, complaints or any other issues regarding the contract should be directed to the University Contract Manager.

The University Contract Manager for this Contract is:

(Name):

(Address):

(City, State, ZIP):

(Telephone #): 

(Cell Phone #): 

(Fax #):

(E-mail): 

22.2
University Project Manager.  The University Project Manager identified below will manage the day-to-day project activities on behalf of the University
The University Project Manager for this Contract is:

(Name): ___________

(Address): 

(City, State, ZIP): Bozeman, MT  59717

(Telephone #): 

(Cell Phone #): 

(Fax #):

(E-mail):

23.
CONTRACTOR PERSONNEL

23.1
Identification/Substitution of Personnel. The personnel identified or described in the Contractor’s proposal shall perform the services provided for the University under this Contract.  Contractor agrees that any personnel substituted during the term of this Contract must be able to conduct the required work to industry standards and be equally or better qualified than the personnel originally assigned.  The University reserves the right to approve Contractor personnel assigned to work under this Contract, and any changes or substitutions to such personnel.  The University’s approval of a substitution will not be unreasonably withheld.  This approval or disapproval shall not relieve the Contractor to perform and be responsible for its obligations under this Contract.  The University reserves the right to require Contractor personnel replacement.  In the event that Contractor personnel become unavailable, it will be the Contractor’s responsibility to provide an equally qualified replacement in time to avoid delays to the work plan.


23.2
Contractor Contract Manager.  The Contractor Contract Manager identified below will be the single point of contact to the University Contract Manager and will assume responsibility for the coordination of all contract issues under this Contract.  The Contractor Contract Manager will meet with the University Contract Manager and/or others necessary to resolve any conflicts, disagreements, or other Contract issues.

The Contractor Contract Manager for this Contract is:

(Name):

(Address):

(City, State, ZIP):

(Telephone #):

(Cell Phone #):

(Fax #):

(E-mail):


23.3
Contractor Project Manager.  The Contractor Project Manager identified below will manage the day-to-day project activities on behalf of the Contractor: 

The Contractor Project Manager for this Contract is:

(Name):

(Address):

(City, State, ZIP):

(Telephone #):

(Cell Phone #):

(Fax #):

(E-mail):

24.
MEETINGS AND REPORTS

24.1
Technical or Contractual Problems. The Contractor is required to meet with the University’s personnel, or designated representatives, University to resolve technical or contractual problems that may occur during the term of this Contract, at no additional cost to the University  Meetings will occur as problems arise and will be coordinated by the University  Failure to participate in problem resolution meetings or failure to make a good faith effort to resolve problems may result in termination of this Contract.

24.2
Progress Meetings. During the term of this Contract, the University’s Project Manager will plan and schedule progress meetings with the Contractor to discuss the progress made by the Contractor and the University in the performance of their respective obligations. These progress meetings will include the University Project Manager, the Contractor Project Manager, and any other additional personnel involved in the performance of this Contract as required. At each such meeting, the Contractor shall provide the University with a written status report that identifies any problem or circumstance encountered by Contractor, or of which Contractor gained knowledge during the period since the last such status report, which may prevent Contractor from completing any of its obligations or may generate charges in excess of those previously agreed to by the parties. This may include the failure or inadequacy of the University to perform its obligation under this Contract. Contractor shall identify the amount of excess charges, if any, and the cause of any identified problem or circumstance and the steps taken to remedy the same.

24.3
Failure to Notify. In the event Contractor fails to specify in writing any problem or circumstance with respect to the period during the term covered by Contractor’s status report, it shall be conclusively presumed for purposes of this Contract that no such problem or circumstance arose during such period, and Contractor shall not be entitled to rely upon such problem or circumstance as a purported justification for either claiming it is entitled to receive any amount (including without limitation damages or additional charges arising out of a breach by the University of any University obligation) with respect to any of Contractor’s obligations hereunder in excess of those previously agreed to; or failing to complete any of Contractor’s obligations hereunder.  Submission by Contractor of the status reports shall not alter, amend or modify Contractor’s or the University’s rights or obligations pursuant to any provision of this Contract.
24.4
University’s Failure or Delay. For a problem or circumstance identified in the Contractor’s status report in which Contractor claims was the result of the University’s failure or delay in discharging any University obligation, the University shall review same and determine if such problem or circumstance was in fact the result of such failure or delay.  If the University agrees as to the cause of such problem or circumstance, then the Parties shall extend any deadlines or due dates affected thereby, and provide for any additional charges by Contractor.  If the University does not agree as to the cause of such problem or circumstance, the Parties shall each attempt to resolve the problem or circumstance in a manner satisfactory to both Parties
25.
CONTRACTOR PERFORMANCE ASSESSMENTS
25.1
Assessments. The University may do assessments of the Contractor’s performance. Contractors will have an opportunity to respond to assessments, and independent verification of the assessment may be utilized in the case of disagreement.

 

25.2
Record. Completed assessments may be kept on record at the University and may serve as past performance data.  Past performance data will be available to assist the University in the selection of IT service providers for future projects.  Past performance data may also be utilized in future procurement efforts.

26
TRANSITION ASSISTANCE
If this Contract is not renewed at the end of this term, or is terminated prior to the completion of a project, or if the work on a project is terminated, for any reason, the Contractor must provide for a reasonable period of time after the expiration or termination of this project or Contract, all reasonable transition assistance requested by the University, to allow for the expired or terminated portion of the services to continue without interruption or adverse effect, and to facilitate the orderly transfer of such services to the University or its designees.  Such transition assistance will be deemed by the Parties to be governed by the terms and conditions of this Contract, except for those terms or conditions that do not reasonably apply to such transition assistance.  The University shall pay the Contractor for any resources utilized in performing such transition assistance at the most current rates provided by this Contract.  If there are no established contract rates, then the rate shall be mutually agreed upon.  If the University terminates a project or this Contract for cause, then the University will be entitled to offset the cost of paying the Contractor for the additional resources the Contractor utilized in providing transition assistance with any damages the University may have otherwise accrued as a result of said termination. 

27
CHOICE OF LAW AND VENUE
This Contract is governed by the laws of Montana. The parties agree that, in the event of litigation concerning this C be in the Eighteenth Judicial District of the State of Montana, in and for the County of Gallatin State of Montana and each party shall pay its own costs and attorney fees. (See Mont. Code Ann. § 18-1-401.)

28
SCOPE, AMENDMENT AND INTERPRETATION
28.1
Contract.  This contract consists of (insert number) numbered pages, any Attachments as required, RFP # 08-10, as amended and the Contractor's RFP response as amended.  In the case of dispute or ambiguity about the minimum levels of performance by the Contractor the order of precedence of document interpretation is in the same order.
28.2
Entire Agreement.  These documents contain the entire agreement of the Parties. Any enlargement, alteration or modification requires a written amendment signed by both Parties.

28.3
Separability Clause.  A declaration by any court, or any binding legal source, that any provision of this Contract is illegal and void shall not affect the legality and enforceability of any other provision of this Contract, unless the provisions are mutually dependant.

29
EXECUTION

The parties through their authorized agents have executed this Contract on the dates set out below.

MONTANA STATE UNIVERSITY



(INSERT CONTRACTOR’S NAME) 

BY:_____________________________________

BY:______________________________________




(Name/Title)






(Name/Title)

BY:_____________________________________

BY:______________________________________




(Signature)






(Signature)

DATE:___________________________________

DATE:___________________________________

Approved as to Legal Content:

____________________________________________

Leslie C. Taylor



(Date)



Legal Counsel


(Required for purchases over $25,000)

Approved as to Form:

___________________________________________

Shawna R. Lanphear


(Date)

Director of Purchasing


(Required for purchases over $25,000)

Moved from Pages 9 & 10, Sections 2.5, 2.6 
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